Formatting and Charts

Format as Table
Formatting a spreadsheet can be time consuming, but very necessary.  You format a spreadsheet to change the appearance of the workbook.  You may, of course, format a spreadsheet one piece at a time by doing things such as adding dollar signs, percent signs and making the text bold.  If you are in a hurry to format your spreadsheet, you may use a feature called Format as Table.

Format as Table will allow you format the entire spreadsheet in one shot.  To use this feature, begin by selecting the portion of the workbook you would like to format.  Next, go to the Home tab and select Format as Table.
This selection will afford you a menu with a series of choices for your style.  There is a name for each style as well as a preview of how the style will appear once selected.  As you move your mouse over each selection, you will see your spreadsheet change to show you what each selection will look like with your actual data.  To choose an option, simply click on it.  You will be asked to confirm the range of the cells that you would like to format, click “OK” to continue.  When you first look at your spreadsheet, be aware that the colors may look strange.  Remember that Excel will highlight in a color opposite to the one you selected.  This does not mean that your colors will not appear.  Simply de-select the spreadsheet and your changes will appear.  

You may notice that next to each of the headings in your spreadsheet, you now have what appears to be a drop down arrow.  That arrow indicates that filtering is on, which means you can sort your spreadsheet in alphabetical or numerical order, based on headings.  If you do not wish to sort your list, simply clicking on the Data Tab, and deselecting the “Filter” button will remove the arrows.  In either case, the arrows do not appear on a printed copy of the spreadsheet.

Conditional Formatting

You will use conditional formatting when you want to call someone’s eye directly to a number in your spreadsheet.  For example, if you would like to draw someone’s attention to the highest and the lowest amounts one the spreadsheet you would do it by formatting it to stick out to the reader.  People have been doing this for years – they have bolded text that they would like to call attention to.  Microsoft Excel 2007 has a feature built into it that will allow you to do this automatically.  When you select the portion of your spreadsheet that you would like to format, be careful not to include totals and percentages.  If you include totals and percentages, it will not work according to the plan.  The implication is that of course your totals will be the highest numbers in the spreadsheet, and naturally the percentages will be the lowest.  To use this feature, you will again select the portion of your spreadsheet you would like to format, and begin on the Home Tab and select the Conditional Formatting gallery.  
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Choose the option for a New Rule, near the end of the menu.
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Next, choose the option called “Format only cells that contain.”

To begin the first condition, notice that the box starts with the premise “Cell Value Is.”  This premise has a drop-down arrow next to it, which will offer more variables.  For our example, we will use the “Cell Value Is” choice because we are not looking to highlight formulas, dates or blank cells.  The next section over is looking for the condition.  Conditional Formatting works because of a system of conditions and consequences.  If the condition of the cell value is a certain thing, make it appear in the following way by consequence.  In our scenario, if the cell value is the highest number on the spreadsheet, make it look a certain way.  The condition it will be looking for is “Between.”  The word “Between” has a drop-down arrow next to it.  You may change this criterion to anything from that list.  For our example, change to “greater than.”  The next long box you encounter will let you pick a top number.  Notice that there is a colorful button to the right of the line.  This will allow you to look at your spreadsheet to see what you would like as a high number.  The dialog box will shrink; you can type in a number.  There will be another colorful button that will return the box to its original shape.  

The next step is to create the consequences.  Notice that you have a button that says “Format.”  This is where you set the style for the highest number.  Pressing this button will yield another dialog box.
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You can change the color and the style of text for with conditional formatting.  Pick a color you like, make it bold or underlined.  The next tab over says “Border” on it.  This will apply a border to the cell with the conditions you have set.  The last tab over will allow you to put a pattern in the background of the cell.  Pressing the “OK” button returns you to the original dialog box.  Press the “OK” button to accept these formats.

Charts

Creating Charts in Excel has become easier with Office 2007.  It is, however, a perfect example of a new feature in this suite called the Contextual Tabbed Set of Commands.  To create a chart in Excel 2007, you will simply select all of the data you would like to chart, go to the Tab labeled Insert, and click the button that corresponds to the kind of chart you would like to create.  Notice that there are buttons for the most commonly used chart types such as columns and pie charts immediately available.  Any other kind of chart will use the Other Charts option.  Clicking any of these buttons will give you a menu where you can choose a sub-type.  For example, if you are doing a pie chart, would you like it to be a flat or 3D chart?
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As soon as you choose the sub-type, a chart appears on the spreadsheet in front of you.  Editing the chart to something more than the default setting will require the Contextual Tabbed Set of Commands.

With Contextual Tabbed Sets of Commands, you only have access to those commands in the specific circumstances.  When you click anywhere but on the chart, the Contextual Tabbed Set of Commands goes away.  Notice that the special tabs are color coded so that you can identify them as contextual.  You will see that they are also labeled as Chart Tools, and have afforded us three new tabs for design, layout and formatting for the chart only.  
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The Design Tab will let us make changes to chart types, and locations, as well as the quick layouts that are available as a template.  You will also see that next to many of these options there are scroll bars for more choices.  

The Layout Tab lets us make changes like adding data labels to our charts, as well as adding titles or removing the legend.  

The Format Tab will let you work with the chart as though it were an object.  That means, you can change the background color, the color of the border and add word art.  Within a few clicks, a very professional chart will emerge. 

Clicking anywhere else but the chart makes these Contextual Tabbed Sets of Commands disappear, and clicking onto the chart again will bring them back.

